Approved For Releasé 2000/05/08 : CIA-RDP78-05399A000100010063-6
ADMINISTRATIVE - INTERNAL USE ONLY

INSTRUCTION NO. 11 70-6
LI 70-6 RECORDS AND CORRESPONDENCE
Revised 17 April 1974

SUBJECT : Records Maintenance and Disposition
REFERENCE: [N STATINTL
1. PURPOSE

This instruction prescribes for the efficient maintenance of records
created to substantiate the operations, organization, policies, and
activities of the Office of Logistics (0L}, and the orderly retirement
or destruction of such records at the expiration of established reten-
tion periods.

2. RESPONSIBILITIES

a., The responsibility for establishing and directing a records program
is delegated to the Office of the Executive Officer, OL., A Records
Management Officer (RMO) is designated, who will furnish assistance
and act as liaison on all matters concerning records.

b. It is a responsibility of all operating units to create and maintain
their records by the most efficient and economical methods, and to
implement Records Control Schedules and other regulations and pro-
cedures concerning records.

3. PROCEDURES

a. Records Control Schedule

(1) Records Control Schedules have been approved for all OL com-
ponents, These schedules include schedule numbers, item num-
bers, file identification and general description, and dis-
position instructions., Two copies of the schedules are fur-
nished each division, a copy should be readily accessible in
each branch, or section, as appropriate, and should be imple-
mented as retention periods expire.

(2) Changes in contents, file series, methods of filing, cutoff

dates, retirement dates, retention periods, and new series of
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records should be reported promptly to the RMO for inclusion
in periodic revisions of the Records Control Schedules.

b. Records Retirement

After expiration of the retention period in the current file area,
the following steps shall be taken:

(1) To initiate the retirement of the files to the Agency Records
Center, the records custodian will prepare and submit to the
RMO an original and four copies of Form 140, Records Retirement
Request, The description of the records must be exactly the
same as the description contained in the approved Records Con-
trol Schedule. (See "Guide for Records Retirement" pamphlet
dated March 1966.)

(2) Upon receipt of one copy of Form 140 with an accessioning job
number printed in the upper right-hand corner, the records
custodian is authorized to pack the boxes for retirement. As
the records are boxed, prepare a Records Shelf List, Form 140a,
in sufficient detail for easy identification in the case of
future reference. An original and one copy of the Form 140a
must be sealed in an envelope and taped to the top of the num-
ber one box. (Complete Records Storage Box Label, Form 14,
and place label in the upper left-hand corner of one end.)

(3) 1f the total number of boxes in the retirement does not exceed
10, they may be sealed securely and arrangements made with OL
Registry for pickup by the building courier. If the total num-
ber of boxes exceeds 10, the RMO will arrange with the Records
Center for a direct pickup.

c. Destruction

(1) Classified records (except Top Secret) eligible for destruction
in the current file area shall be placed in the classified
trash. All existing security requirements shall be observed.

(2) wWhen records are destroyed at the point of origin or current
file area, a certificate of destruction (see attachment for
suggested format) shall be prepared and forwarded to the RMO.

-2~
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d. Service Requests to Records Center

(1) TForm 490, Records Center Service Request, shall be used to
request the return of individual documents, folders, or boxes
from the Records Center.

(2) All material recalled from retired records should be suspended
and returned to the Records Center as soon as possible,

(3) OL Registry will arrange for priority service when it is deemed
justifiable.

e. Records Maintenance

(1) Records shall be maintained at centralized locations conven-
ient to each organizational component, Related material should
be filed together, or cross-referenced to groups of files to
which they bear a relationship.

(2) Subject correspondence shall be filed in accordance with the

Agency Subject Filing System prescribed by [ vith STATINTL

adaptations appropriate to OL records,

(3) The yellow official file copy of correspondence, with back-
ground material shall be filed at the signing level, with the
exception of case files specifically supporting the operations
of a lower component, Examples of such exceptions are: con-
tracts, leases, and personnel matters pertaining to an indi-
vidual,

f. Filing Equipment

STATINTL
B -tcd 9 August 1960, provides for standardization and
conditions under which filing equipment and supplies will be re-
quested and utilized. Requesting officials shall ensure that the
conditions set forth in the handbook are met before submitting req-
uisitions to the RMO for certification. '
STATINTL

Logistics

ATT
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CERTIFICATE OF DESTRUCTION

The following records have been destroyed in accordance with
existing security requirements and the provisions of approved records
control schedules:

Schedule No, Item No, Incusive Dates
No, of Feet of Records Title and Description
Date Destroyed: Signature:
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SUBJECT : Records Maintenance and Disposition

REFERENCE: [ ceted—R5-September-3963- - - STATINTL
1. PURPOSE
This ;nstruction prescribes for the efficient maintenance of records
created to substantiate the operations, organization, policies, and
activities of the Office of Logisticé%”and =y orderly retirement or
destruction)at the expiration of established retention periods.

<;54&,
2., SCOPE
The provisigns of thlg Instruction a accumulate
the day-to-day activities of the varipys elemgnts-of fhe Office off Lo-
gistics, ' ‘
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and new folders d; groups of records begun.
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d, Ré%irement . .
Tfansfeﬁiing of noncurrent records whiel are notleligikla
struction, but are no lohger needed\foR daily opgrationy,

ré¢cords center or holdin‘ area. (SeX pAragraph b for procedure to

bq followed.) \
1 A }
e. DeStructionX \
¢ 5 E
Desiiuction by burning of records kn yhifh the retention pdriod has
expiked., This may be done i of brigin or curregt file
area,\ii‘ propenly authoyriz % ggords center if the regords
have been previdusly retirdd.\ 5 b

f. Vitel Records O

Y
_Y 35

. S / xﬁ-”ﬁl , )
Current documents or record matenial Cbr—cﬁﬁig; thereof)*whic:ﬁ:re

prlaced in a.designatéd repositoryland which ark :essential' to A
continued oparation of the Office &F Logistics §n an emergen asis,
and the destriction of which would donstitute a serious or/lrreplkce-
able loss. Vitdl recorda (see LI 70A5) should no&&be corfused with
permanent record mdterial “or records i@ the custody of the CIA Records
Center. N N e

?L RESPONSIBILITIES S ey,

Pt 4 A

a. The responsibility for establishingrqnd diregﬁ%ng a 3§$R5ds program is
delegated to the Executive Officef,”A Records4 fficer fis designated,
who will furnish assistance and act as lisison on all matters concern-

ing records.
b. It is a responsibility of all operating units to create and maintain
thelr records by the most efficient and economical methods, and to

implement Records Control Schedules and other regulations and proce-
dures concerning records.

O
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4. PROCEDURES )

v

a. Records Control Scheduless

O
(1) Records Control Schedules have been approved for all Legisties

components., These schedules include.8chedule Numbers,.Item
Jumbers, File Identification and General Pescription, and His-
position Anstructions. Two copies of the schedules are fur-
nished each division, s a copy should be readily accessible

in each branch, or section, as appropriate, and should be imple-
mented as retention periods expire,

(2) Changes in contents, file series, methods of filing, cutoff
dates, retirement dates, retention perlods, and new series §5%C)
records should be reported promptly to the ‘ or
inclusion in periodic revisions of the Records Schedules.

CorJny
b, Records Retirement T

After expiration of the retention period in the current file area,
the following steps shall be taken:

(1) To initiate the retirement of the files to the Agency Records
Center, the,Récordsfﬁﬁstodian will prepare and submit to the A@O
Avea-Rocords-Offieer an original and four coples ef—Ftamsel of
Form 140, Records Retirement Request. The description of the
records must be exactly the same as the description contained

s in the approved Records Control Schedule, (See "Guide for
Records Retirement" pamphlet dated March 1966,)

(2) Upon receipt of one copy of the-Records Retirement-Regquesit,
Form 1404 with an accessioning job number printed in the
upper right-hand corner, the Hecords Pustodian is authorized
to pack the boxes for retirement, As the records are boxed,
prepare s Records Shelf List, Form 140a, in sufficient detail
for easy identification in the case of future reference. An
original and one copy of the Reeords Shelf List must be sealed
in an envelope and taped to the top of the number one box.
(Complete Records Storage Box Label (Form No. 14) and place
label in the upper left-hand corner of t#e end.) /

b {
-3- - Lol “\{0&_
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(3) 1If the total number of boxes in the retirement does not exceed
s they may be sealed securely and arrangements made with the
0 L Legiesioe Registry for pick-up by the building courier,
e o e —_—

@ (ir the total number of boxes exceeds ten, the Reeemds-Officer £M
" will arrange with the Records Center for a direct pickup,

Thege-bodes will -be gouri
‘:=i' a».' 1

Q
2 '\&“/

i

¢, Desgtruction

(1) Classified records (except Top Secret) eligible for destruction
in the current file area shall be placed in the classified
trash, griesisosadmspuippeemigzs,  A11 existing security require-

(2) When records are destroyed at the point of origin or current ;. )
file area, a certificate of destruction (see attachmeneiréha 1

be prepared and forwarded to the Records—Officers £mO

d. Service Requests to Records Center

Y Geercls oulir Sorwcens Kgund?

{1) Form Mam 490,8hall be used to request the return of individual
documents, folders, or boxes from the Records Center,

o iiHihadke he oo i

\2) All material recalled from_ tises T should sus-,
pended and returned to the/e¥HEF % ot h “g§§1f£¢L’
cable JobNumber antBox-Number.

{3) The—Logiééi%s Registry will arrange for priority service when
it is deemed justifiable,

[

Records Maintenance

(1) Records shall be maintained at centralized locations conven-
ient to each organizational component. Related material should
be filed together, or cross-referenced (& o iy £oo
groups of files to which they bear a relationship, ™~

-
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g8

(2) Subject correspondence shall be filed in accordancd with the
Agency Subject Filing System prescribed by &
STATINTL B itk adeptations appropriate to L8&teties records.
Eng?%iaﬁmF1w"tH§=ﬁ§§'of?thz Agenéy‘prezerzbed'E?Ei@ﬁ:ﬂiil

(3) The yellow official file copy of correspondence, with back-
ground material, shall be filed at the signing level, with
the exception of case files specifically supporting the oper-
ations of a lower component. Eg?mples of such exceptions are:
contracts, leases, personnel matters pertaining to
an individual.

f. Filing Equipment

STATINTL S -G O August 1960, provides for standardization and

conditions under which filing equipment and supplies will be re-

quested and utilized., Requesting officials shall ensure that the
o conditions set forth in the handbook are met before submitting
- requisitions to the Reeerds.-Offiver for certification,

STATINTL RO

STATINTL

Attachment:

STATINTL Az stated
o1,/70 /RS H R : vim
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CERTIFICATE OF DESTRUCTION

The following records have been destroyed in accordance with
existing security requirements and the provisions of approved records
control schedules:

Schedule No, Item No. Inclusive Dates
No, of Feet of Records Title and Description
Date Destroyed: Signature:
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